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Career Search Path

Self-Discovery

Resume/Professional Branding

Employment Targets

Job Search Strategy/Networking

Interviewing

Career Management



Resume Goals 



Targeted reverse chronological resume

• Targeted reverse chronological resume is the best way to 
demonstrate you have the requisite skills to meet the needs 
of the position.

• Create targeted resume for each position you are seeking. 
This will increase the likelihood that your resume will include 
the related skills.

• After first resume targeted for a specific position, use as a 
template for other positions.



Parts of a Resume

Caption – Name, address, telephone number, personal email; Centered at the top of the 
page

Objective Statement- a good objective clearly states what you want and what you can do 

• Challenging position where I can grow professionally and help others – vague

• RN position in pediatric critical care unit – clear

Qualification Summary – in few lines describe broad skills and highlights how they 
relate to the position seeking

• More than 20 years experience in clinical settings providing nursing care to infants,
children and adolescents. Educational experience providing clinical guidance and
instruction to nursing students on adolescent medical-surgery units.



Parts of a Resume continued
Education – should be listed first if changing careers and your education is directly related to the 
position you are seeking.  Include undergraduate GPA if 3.5 or above and graduate if 3.75 and 
above.

Professional Experience – the where and when of your experience in reverse chronological order.  
List all experiences related to nursing such as internships, part-time nursing assistantships, 
research projects, among others.  It is acceptable to include experience that is not paid since this 
section is Professional Experience. 

The following may be used but are not required:

Professional Organizations

Volunteer or Community Experience – include volunteer experience if relevant to the position you 
are seeking particularly if you had a leadership role.

Other relevant experiences – relevant publications, security clearances, language skills

Honors Awards – include honors and awards if unique, fairly recent and ideally relevant to your 
education and career goals.



Education - Listed first because new profession  changing 
careers and your educations is directly related to the 
position you are seeking.  Include undergraduate GPA if 
3.5 or above and graduate if 3.75 and above

Objective – clearly states level of position seeking



Experience in reverse chronological 
order.  List all experiences related to 
nursing such as internships, part-time 
nursing assistantships, research projects, 
among others.  It is acceptable to include 
experience that is not paid since this 
section is Professional Experience. 







Guidelines for all Resumes
• All headings should stand out on the resume, use consistent font, 

boldness, size and capitalization
• Within each section, ordering of items should be the same
• Use strong action verbs
• Use bullets
• Take time to draft your resume – have it reviewed, expect to do a few

versions
• Be specific about what you have done and can do –

Provided resources and supportive interventions for spouse and children of 
patient undergoing initial chemotherapy treatment.

Assisted with the administration of red blood cell products for patient with 
ruptured esophageal varices. 



DO’S



DON’TS



Thank you, 
and thanks to the JHU Carey Business School 

for use of some of their materials.


